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1. REFERENCES:

a

After Activity Report re ISCC TWG Meeting on April 7, 2014;
b.

Memorandum from TADIDM dated September 5, 2013 with subject “Proposed e-Subpoena System” which was
approved by the Chief, PNP on September 23, 2013;

C.

PNP MC Number 2008-0801-003 dated August 1, 2008 entitled Uniform Guidelines in the service of Subpoena
and other Legal Processesissued by the courts, tribunals, administrative and quasi-judicia bodies;

d.

NAPOLCOM MC No. 2007-001;
e

Section 91 and 92 of RA 9165; and
f.

Section 26 of RA 6975 as amended.

2. RATIONALE:

The Philippine National Police receives various types of subpoena from different court tribunals, administrative
and quasi-judicia bodies nationwide which require PNP personnel to attend and testify at the hearing or trial of a
criminal or administrative case. Most of the time, these subpoenas do not reach concerned PNP personnel on time
causing delay or cancellation in court proceedings.

Further, various courts have difficulty in monitoring the compliances and actions taken by the police personnel
regarding specific instructions to the detriment of the case. On the part of the PNP, it could hardly monitor the
attendance of its personnel in court hearings, which resulted in dismissal of the cases.

During the Justice Sector Coordinating Council (JSCC) Meeting in July 2013 at the Supreme Court, it was
revealed that one of the primary reasons of the dismissal of criminal cases is the non-appearance of the
police-witness/ apprehending officer during the trial. These occurrences clearly run counter to the desire of the
Chief, PNP to increase crime conviction rate.
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In order to preclude the dismissal of cases due to non-appearance of concerned police officers, the e-Subpoena
System, which is a web-based information system that facilitates issuances, expedites the transmittal of the
subpoena from the court to the concerned police officers and monitors their compliance, was conceptualized.

The utilization of this System will reduce various administrative costs and will promote timely delivery of
subpoenas, reduce the use of paper, provide immediate response, give faster and better feedback for the Court’s
appreciation for possible rescheduling of court hearingsin case of cancellation.

3. PURPOSE:

This PNP Memorandum Circular (MC) provides the policy guidelines on the actions to be undertaken by the
police to ensure the delivery of subpoena to concerned personnel and monitor their faithful compliance with the
court orders.

4. DEFINITION OF TERMS:
For purposes of uniformity, the following terms will be operationally defined and used:
a

Bench Warrant - a process issued by the court for the arrest of persons to compel their attendance in court, to
answer a charge of contempt or for failure of awitness to comply with a subpoena which had been duly served.

b.

Court Administrator - is the person from the court who is primarily responsible in overseeing and supervising the
encoding of all subpoenato the database.

C.
Legal Processes - isthe means used by a court, tribunal or investigating body to compel obedience of its mandate.
d.

e-Subpoena - is aweb based system that will facilitate the expeditious and timely delivery of subpoenaissued by
the courts to concerned PNP personnel, who are named in the subpoena pertaining to a criminal case.

e

PNP System Administrator - refers to the personnel of the Information and Technology Division of the DIDM
who is responsible in the provision of usernames and passwords for the system and the day to day maintenance
and upkeep of the System.

f.

Service - the execution of processes or writ to the person against whom it is directed.

g.

Court Process Section (CPS), CMD - refers to the section in the Case Monitoring Division of the DIDM which is
responsible in monitoring the subpoenas being entered in the System and taking appropriate action on forwarded
subpoenas in cases where the unit assignment of the recipient of subpoena cannot be ascertained. In the Police
Regional Offices (PROs), National Support Units (NSUs), District Police Offices (DPOs) of the National Capital
Region Police Office (NCRPO), Police Provincia Offices (PPOs), City Police Offices (CPOs) and Police Stations
(PSs), the CPS shall be under the Investigation Section/Branch as the case maybe.
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h.

Court Process Officer - PNP personnel who shall be responsible for the service of subpoena and other legal
processes issued by the courts, tribunals, administrative and quasi-judicial bodies to ensure timely delivery of
such processes to the personnel concerned. There shall be two Court Process Officersin al Police Offices/Units:
the Subpoena Court Process Officer (SCPO) and the Warrant Court Process Officer (WCPO).

i

Subpoena Court Process Officer (SCPO) - shall be responsible for the service of subpoena and timely delivery of
such to personnel concerned. The SCPO shall also ensure that subpoenas are acknowledged in the e-Subpoena
System. For PSs, the SCPO shall preferably be a Non-Uniformed Personnel (NUP) or a Police Officer with arank

of at least PO3. For PROs, NSUs, OPOs, PPOs and CPOs, the SCPO shall be a Police Commissioned Officer
(PCO).

j-
Proof of Service - is a written statement under oath made by the SCPO that shall set forth the manner, place and

date of service. It shall specify the papers which had been served with the process and the name of the person who
received the same.

k.

Key Responsible Officers - include the Subpoena Court Process Officer (SCPOs) of all Police Offices/ Units;
Chiefs of Investigation of PROs, NSUs, DPOs, PPOs, CPOs and PSs, and Chiefs of Police and Station
Commanders.

Subpoena Ad Testificandum - a process directed to persons requiring them to attend and to testify at the hearing
or thetrial of an action, or at any investigation.

m.

Subpoena Duces Tecum -a process directed to persons requiring them to appear before a court and bring with him
any books, documents or other things under their control.

5. GUIDELINES:
a

Policy

The implementation of the e-Subpoena shall be guided by the following policies and principles:

al

The service of subpoenais part and parcel of due process; hence, it isimperative that PNP personnel, who may be
given the obligation to fulfill this function, must see to it that they are served and complied with efficiency at the
soonest possible time.

az2
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The PNP shall contribute to the maintenance of the rule of law by seeing to it that those who are required by the
courts, administrative, and quasijudicial bodies to appear, whether as a witness or not, are informed and notified
accordingly.

a3

All police offices, from the lowest Police Station up to the Police Regional Office, as well as the National Support
Units, both administrative and operational, and the different Directorial Staffs in the National Headquarters shall
have a Subpoena Court Process Officer (SCPO) and a separate Warrant Court Process Officer. In the National
Headquarters, the Case Monitoring Division (CMD) of the DIDM shall be designated as the central repository of
subpoena and other legal processes issued by the courts, tribunals, administrative, and other quasi-judicial bodies.
The Chief of the Court Process Section of the Case Monitoring Division (CMD) of DIDM shall be designated as

the CPO of NHQ PNP. The Information Technology Management Service (ITMS) shall provide IT personnel to
be detailed at the CPS Section, CMD for the day to day maintenance and upkeep of the system.

a4

The timely service of subpoena and other legal processes issued by the courts, tribunals, administrative, and other
quasi-judicial bodies shall be the responsibility of Key Responsible Officers.

ab

The failure of the SCPO to perform an obligation as herein provided shall not be a sole liability but, as may be
warranted by evidence, affect the immediate superior officer aswell.

ab

The police officer/s named in the subpoena and other legal processes issued by the court, tribunal, administrative,
and other quasi-judicial bodies shall comply in good faith with the directives therein. Failure to appear and/or
testify as directed is tantamount to Serious Neglect of Duty pursuant to NAPOLCOM MC No. 2007-001.

a7

Any PNP personnel who, in the performance of duties becomes a prosecution witness, shall not be allowed to
transfer to any other unit outside of the jurisdiction of the present unit during the pendency of the case/s.

a8

In case the transfer cannot be avoided due to exigency of the service, the SCPO shall inform the court, tribunal,
administrative, and other quasi-judicial bodies, as the case may be, of the police witness' transfer with the
corresponding request for the transmittal of all court processes to the new unit assignment of the police witness/es.

a9
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Personnel who handle or are witnesses in several cases shall inform the SCPO of any conflict in their scheduled
appearances/hearings. Consequently, the SCPO shall notify the tribunal, administrative, and other quasi-judicia
bodies concerned of such conflict in order to avoid failure on the part of the concerned personnel to attend and
testify in any of said cases.

b.

Genera

The PNP shall use its Database particularly its website identified as “esubpoena.pnp.gov.ph” in serving
subpoenas to police officers appearing or named as witnesses in criminal cases through the e-Subpoena System.

b.1

The Courts will electronically issue, through the e-Subpoena System, various subpoenas to particular PNP offices.
It shall be the primary responsibility of the SCPO in every Police Office/Unit to inform concerned PNP personnel,
make them acknowledge the issued subpoena, and ensure their attendance in court.

b.2

The PNP System Administrator shall assign the usernames and passwords which are unique for each police
station nationwide that will be given access to the e-Subpoena database. As far as practicable, the username, once
assigned to a police station shall not be subject to change. Any change in the password, which will be provided by
concerned police station would be allowed only when there is change in the station’s SCPO who is designated to
monitor issued subpoenas to police officers through the e-Subpoena System. The Head of Office/Unit shall be
responsible for the proper use of the username and password assigned to them.

b.3

Upon receiving the subpoena from the Court, the SCPO shall locate concerned PNP personnel and direct them to
report to the station/office to receive the subpoena either through their email account or in printed copy. As such,
Police personnel shall acknowledge that they have received the subpoena by signing in the logbook provided by
the SCPO as proof of their receipt.

b.4

In case PNP personnel cannot personally receive the subpoena due to exigency of service, they may issue a Letter
of Authorization addressed to the SCPO authorizing their colleague to receive the subpoena on their behalf. The
said Letter of Authorization shall serve as the proof of service of subpoenato the concerned PNP personnel.

b.5

Apart from persona delivery of the subpoena, it may be sent through electronic mail upon the request of
concerned personnel. However, police personnel concerned shall acknowledge that they have received the
subpoena by signing in the logbook of the SCPO as proof of receipt.

b.6

The SCPO shall maintain a logbook which records all subpoenas received by PNP personnel assigned in the
station/office indicating the name of police personnel, date of receipt, schedule of hearing/ appearance, name of
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presiding judge, court venue and reasor/ justification in case of absence.
b.7

In cases where the police personnel failed to appear in court without reasonable excuse, the SCPO shall
immediately inform the Chief of Police/lHead of Office recommending further the conduct of a Pre-Charge
Evaluation and Investigation against subject police personnel.

b.8

The SCPO, through the Investigator-on-Case, shall likewise direct the police witnesses assigned in other NSUs to
report to the station/office to receive the subpoena by signing in the logbook as a proof of his receipt. These police
personnel are those who participated in the conduct of operation and those responsible in the case build-up and
preparation on the filing of case in the court.

b.9

The police stations, through the SCPO and/or PNP National Headquarters through the DIDM, shall give feedback
on the availability or non availability of the police officer concerned within three working days from receipt
thereof. Otherwise, any feedback regarding the concerned police officer shall be disclosed during the scheduled
hearing of the case as indicated in the Subpoena Form.

C.

Procedural

cl

The court through the Office of the Court Administrator shall designate its court personnel which will be tasked to
send subpoenas through the e-Subpoena System by accessing into the Database of the PNP.

c.2

The assigned court personnel shall enter the details regarding a subpoena to be issued to police offices in the
Database of the PNP using the computer-generated form known as e-Subpoena Form, which was prepared for the
purpose. The e-Subpoena Form is sent by the assigned court personnel at least five days before the scheduled
hearing of the case, or within one day from the order of the court for the service of subpoena duces tecum or
subpoena ad testificandum.

c.3

In the event that the server or the website of the PNP is down and access into the Database cannot be done, the
service of the subpoena shall be coursed through the email address of the police station where the police personnel
is assigned or to the PNP Provincial/Regional/ National Headquarters.

c.4
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The designated SCPOs at the DIDM, PROs, NSUs, DPOs, PPOs, CPOs and PSs shall receive the uploaded
subpoena and immediately inform Police personnel concerned and direct them to personally report and receive the
subpoena. Thereafter, the SCPO shall acknowledge to the court, through the System, the receipt of the subpoena.

c5

The SCPO of the PNP offices/units concerned shall cause the entry into the record book maintained by the
offices/units al orders, subpoenas and other legal process which they received for service or implementation
containing the following data (Format of SCPO L ogbook is attached as Annex A):

c5.1

The court, tribunal, administrative or quasi judicial body that issued the order/subpoena;

c.5.2

The date/time of receipt and the nature of the document received, i.e., court order, subpoena, its purpose and
person or persons named in the document;

c.5.3

Theinitial actions taken by the SCPO and its subsequent final action after the subpoena has been served; and

c54

The date, time and signature of the Police personnel acknowledging that he has received the subpoena.

c.6

It shall be the duty of the SCPO to inform the court by acknowledging into the system that the subpoena/order had
been personally received by the police personnel named in the subpoena, indicating the name, place and date of
his receipt.

c.7

If the service of the court order subpoena or other legal processes could no longer be made because the person
named therein is on mission, schooling abroad, dead, dismissed, retired, marked AWOL, or could not anymore be
located in the address indicated, the SCPO shall be responsible in informing the court, tribunal, administrative or
quasijudicial body thereof.
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c.8

In case the subpoena, by reason of time constraint, can no longer be served to the person named therein, the SCPO
shall inform the court, for deferment and resetting of the hearing.

c.9

On the designated day of court hearing, police personnel shall take cognizance of the schedule as a priority duty
above all scheduled activities, prepare themselves through their testimony, bring material evidence and promptly
attend the said hearing.

c.10

After attendance in the court hearing, the police personnel shall be required to proceed to the Clerk of Court to
procure a Certificate of Attendance, a copy of which together with an After Activity Report will be furnished to
the SCPO to show proof of attendance.

cll

The Clerk of Court will subsequently append in the e-Subpoena system the attendance of the personnel indicating
that the PNP personnel named in the subpoena has attended the court hearing and has complied with the orders
and instructions of the court.

c.12

In case where the police personnel is no longer assigned in the station/office, the SCPO shall forward the
subpoena to their new unit/office assignment and inform the court that the subpoena was forwarded to the
office/unit where they are presently assigned.

c.13

In the event that the SCPO, after exerting diligent efforts to locate the concerned personnel, cannot determine
their new assignment, the SCPO shall inform the court that the Police personnel is no longer assigned in the
station and shall forward the subpoena to the CMD, DIDM. As such, the DIDM shall be responsible in
determining the present assignment of the Police personnel through the DPRM. Once concerned Police
personnel’s assignment is ascertained, the CMD, DIDM shall forward the subpoena to the police station/office
they are currently assigned. Consequently, the SCPO of the station/office where the subject Police Officer is
currently assigned shall acknowledge the issued subpoena.

d. Technical Procedure
The step by step procedures is attached as Annex B*.
e. Responsibilities
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e.1 Directorate for Investigation and Detective Management (DIDM)

ell

Assume responsibility for the efficient and effective implementation of thisMC;

el?

Monitor the compliance of PNP personnel with court orders and subpoena through the Case Monitoring Division;

el.3

Prepare necessary reports for the C, PNP,

eld

Continue to evaluate the effectiveness of the system through coordination with the Supreme Court and
Department of Justice; and

el5

Provide training to key PNP personnel involved in the use and operations of the e-Subpoena, as well as the
conduct of userstraining at the various PROs, NSUs, DPOs, PPOs, CPOs and PSs.

e’

Directorate for Information and Communications Technology Management (DICTM)

e2.1l

Assist the DIDM in the implementation of thisMC;

e2.2

Provide continuous technical support during the implementation, cascading, as well as the conduct of users
training at the various PROs, NSUs, DPOs, PPOs, CPOs and PSs;

e2.3
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Shall ensure the continuous and effective operation of the system;

e24

Continue to coordinate with the Supreme Court on technical related matters; and

e25

Primary responsible in the maintenance and upgrade of e- Subpoena database.

e3

Directorate for Comptrollership (DC)

Provide funds for the smooth implementation of this PNP MC.

ed

Directorate for Police Community Relations (DPCR)

Disseminate this policy guideline to other stakeholders and agencies with law enforcement functions.
eb

Information Technology Management Service (ITMS)

eb5.1

Ensure the utilization and general maintenance of the e- Subpoena System;

eb.2

Provide/assign e-mail addresses for each Police Office/Unit, including NSUs, that will be given access to the
e-subpoena database;

eb.3

Responsible in the conduct of a Full Systems Audit to provide a secure hosting of the system;

eb4

Ensure that the system and the database are properly backed up; and
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eb5

Provide at least two (2) IT personnel to be detailed at the Court Process Section, CMD, DIDM.

e.6
Directors of PROs, NSUs, DPOs, PPOs and CPOs

e.6.1

Ensure the dissemination and implementation of this PNP MC down to the lowest police office; and

e.6.2

Cause the investigation of PNP personnel who failed to attend court duties.

e’
Chiefs of Police/Station Commanders

e7.1l

Ensure the use and utilization of the e-Subpoena System in their police station;

er.2

Ensure that the subpoena s received by concerned PNP personnel;

e7.3

Ensure that concerned personnel faithfully attend court duties;

er4

Ensure that the subpoena is forwarded to the concerned police station where the PNP personnel was reassigned;
and

e’75

© 2026 batas.org - Philippine Bar Review & Law-School Companion Page 11 of 15
Bar review courses, mock exams and a study planner that keeps you on pace - batas.org



BATAS.org - Philippine Law Library E-SUBPOENA SYSTEM

Cause the investigation of PNP personnel who failed to attend court duties.

e8
Chiefs of Investigation of PROs, NSUs, DPOs, PPOs, CPOs and PSs

e8.1

Supervise their SCPO in the operations of the e-Subpoena System;

e8.2

Ensure that concerned police officer is properly informed and that they personally report to the Police Station to
receive the subpoena;

e.8.3

Ensure the attendance of concerned PNP personnel to court duties; and

e84

Cause the investigation of PNP personnel who failed to attend court duties.

e9
SCPOs

el

Notify the concerned PNP personnel regarding the issued subpoena;

e9.2

Maintain an official logbook where the concerned PNP personnel signs as a confirmation of receipt of the issued
subpoena;

e.9.3
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Ensure the attendance of the concerned PNP personnel to court duties;

e94

Acknowledge the issued subpoena by informing the court that the said subpoena was duly received;

e9.5

In case of reassignment of personnel who is the subject of subpoena, forward the same to the concerned police
office/unit where the PNP personnel was transferred;

e.9.6

Inform the court if the subject of subpoena is on mission, schooling abroad, dead, dismissed, retired, marked
AWOL or could not anymore be located in the address indicated; and

e.9.7

Recommend the conduct of investigation against PNP personnel who failed to attend court duties.

6. PENAL CLAUSE:
a

Any PNP member who shall fail, without justifiable reason, to appear and testify when so ordered by the court,
tribunal, administrative or quasi-judicial body shall be liable for serious neglect of duty and be penalized
accordingly. If the non-appearance of a PNP member resulted in the dismissal of the case or acquittal of the
accused, or when the PNP member so ordered to appear and testify is a principal witness or the arresting officer,
the penalty of dismissal from the service shall be imposed pursuant to NAPOLCOM Memorandum Circular No.
2007-001.

b.

Any PNP member who shall fail, without justifiable reason, to appear before the court in a drug case and/or
through patent laxity, inexcusable neglect or unreasonable delay which resulted in the unsuccessful prosecution
and/or dismissal of the said drug case shall be charged for violation of Sections 91 and 92 of RA 9165, as the case
maybe.

C.

Key Responsible Officers who shall fail without justifiable reason, to perform their duties under this Circular shall
be liable for serious neglect of duty pursuant to NAPOLCOM Memorandum Circular No. 2007-001. Their
immediate superior officer shall be equally liable for serious neglect of duty under the doctrine of Command
Responsibility.
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7. RESCISSION:
This MC rescinds PNP Memorandum Circular 2008-0801-003 dated August 1,2008.

8. EFFECTIVITY:

This circular shall take effect after 15 days from filing of a copy hereof at the University of the Philippines Law
Center in consonance with Sections 3 and 4 of Chapter 2, Book VII of Executive Order Nr 292, otherwise known
as The Revised Administrative Code of 1987, as amended.

(SGD) ALAN LA MADRID PURISIMA
Police Director General Chief, PNP

* Text Available at the Office of the National Administrative Register, U.P. Law Complex, Diliman, Quezon City
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